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SEDUSE POR WRTWIRG CAPIIONS '

1. To prepare the caption which will appear on the Master £ile photo,
%% zneless uses a standzyd form, the Photo Analysis Report, wore
Zrmiliarly called the "capéion report;" Thig form, shown below, is divided
fnio various lines snd spaces, most of which are labelled and are selfi-

arlangtory. ‘hose not raadily undarstood are explainad in the following

TroCedures.

TOAPYICH REPCRT"  (Letters in spaces, et¢., are referred to in tha
Joilcwing procedures. )
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2. After entaring the lot number (space B), the photo is located by

countxy (space B), Province or WAC Quadrant (space F), place name (space I),
zeographical coordinates (spaces Dl & D2) and area No. (space G).
a. GR 13 in the process of changing its Master Fila from a
suborder by province within a country to a suborder by WAC
Quadrant within a country; therefore, for some countrles,
primarily USSR, -China, Cuba, most of FE/P area and some of
NE/A araa, the WAC number and Quadrant will be substituted for
the Province on tha caption raport.

J. The place name ie written in the £irst squares (spaces I) of the
blocked lines, one letter per square. Use as many squares as ig nscessary.
Many photos will be receivad which are not located within a city, or camnot
be pinpointed by coordinates. If thay are near enough a city to have a
definite relationship to it, tha photo may be captiocned witir"that place nama,
followed by (NR) (near), seperated from the place name by one (1) blank

space. For example, "near Hua" would appear as: M__LL(ALQ_J

4, The area number is written in space "G", this mumber ie obtainad

Iy consulting the Photograph Analysis Manual (code book), under both an
alphabetical and a numerical listing of countries and corresponding area
~ode numbers. This will apply only to those countries not yet convarted
zo & VAC Quadrant suborder.
a. ¥For those countries, other than the USSR, fully converted to
the WAC Quadrant suborder, the two letter country code also
will ba used as the area code and will be written only in

space "G". The USSR area code will remain as before, e.g. "N".

.
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Thosa eounrtrias in trausition feom the Province subopdny 0 A

AL Quzﬁz mi prpocder will use the old avea codes, and the HAC

fuadrant in placa of the Province. Only whan thae counizy is

fully converted will the two letzar country code alsc bz used

Zor the area number.

5, ¥or vhose countcies not yet changed to a WAC Quadwant suboxder, the

ney will ba written {in epace E), using the two letter country code used

v the Air Porce and follection CGuidance Staff, with variations, if acy. that

hnve heen determined by the Desk Head snd Chiaf, Analysis Section.
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vacoraphic file.
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.2 ba givan o list of codes for tha countries in hia axea b'l} tha Dazk Fead.
L g
Tha ooeuTacy and camgflef.amss of the 10(!8(:1011 is vigal not 0"&115’_ to

infOovmation o tha user, but also Lo maintain an efficisnt

£ 4 veriaby of sources are aveilable to aid in the losailon of

R H

goordinate Tile « A card fil2 ravreacniing all placs narws
a photos have been wraviously accaessionad aad
asrrdipntes found. This ie orimazily for countries in the
siagter Fiie wivh a subordar by ?ji!’ﬁ'l‘f’t NG

Phostognaphic Gaperaer - A.boak iiativg by countyy of nlace
smzr on whdien photios hava baan accessicnad and coardinstes
Zounda. It consisis of 3 sectlous: aun alphasbetical listine,

2 iliscting by VAG Guadrant and one by gacpvaphical

soprdinatee. These have bean/uve baing compiled for thesa

eountrias in tha Master File with 2 suborder by WAC numbaex

san Uvadeant.  Places not vay 1lsted in the Photographic

-

Ty tame gL T

tonrr WL Be in a small coordinats fils.,
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4. IMW Maps and woxrld aeromautical charts

5. Additional maps f£ilad in map cases |

6. éazetaers (Times, Lippincott's, atc.) and atlasss (citizen's,

Stieler’s, etc.)
7. OCR/FIB listings (for industrial fnstallations), Air Fields of the
Yorld, Bombing Encyclopedia, etc.
8. Map Library and Foreipgn Installations Branch. These offices may
ba called for locational data if the analyst ia sure he has exhausted
all available referencas.

3. Tha analyst will indicate the source for geographical
coordinates under "Map Reference" (space C) on the capeion
sgport. Use the lettar "e' 1if from the coordinate Ffile or a
photogyaphic gazeteer.

7. All countries of sufficient size and importance are subworderasd
¢ither by province or WAC number and quadrant; onca having found the coordinates
the analyst must locate the place in the correct province or WAC Quadrant.
To do this, he must utilize the best avallable maps showing the political
subdivision of a country, the WAC charts available In GR or the WAC '
Quadrant Boundary listings. MHe then writss the corract information
on the caption report in the spaca labelled "Province" (space F).

#, ‘The approved spelling of the provinca is obtained by
=wcngulting the Photograph Analysis Manual, or 'code book."
in this book, under the tab marksd "Area = Alphsbatical” is
2 listing of all countries included in the coding system,
vracedad by the country code number and letter. Using this
:0de number and ietter the analyst rafers back ¢o the saction

marked "Avas-Numerical® and finds tha approved province

Approvggﬂ}g}ﬁféfease 2003/12/19 : CIA-RDP78-04546A000800030001-2
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eithexr the Photographic Gazetéer iisting, or for locations
rot yet in the garetesr, the small coordinate card file for
new locations, or aithax the VAC chart file, or the WAC
gquadrant boundary l&sting., It should be. remembered that the
éuaarant of a WAC are labelad A, B, C & D, procassing in a

cloclkwise direction from the upper left quadrant. To

1ilustrata: A B

D c

5. In praparing the caption which will appaar on the print, any
information which will ba of value to the user should ba includea. This is
wriiten as concisely as possible and does not include phrases which dsscribe
what is obvious to the vlewer (i.e., "street scane”", “Overall view of city",
#te.}) The photo caption (cpaces J) on the caption report will be separated
by at lsast two blank epaces ftq@ tha-place namz.  (For example: |

HlU|E CGip lv|T

%o  Coordinates may be used in the body of the caption to help

locate an unnamed locality (Road batween A (coordinates) and
3 {coordinates), particularly if A and B are relatively unknown
Lowns.

B. Information which should be included in captionas, 1f available,
includea names of buildings, straa:é, factorlies, i{ndustrial
procaesses, ethnic groups, rivers, mountains, ete. (In terrain

?ictures the direction of the view is 2lso extremely important.)

L‘QS’} =3

§»R=C=R-E~T
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F.

inptalletions on both sides of an intermational boundary
should havcﬁbwo”captions, ona for each country. The two
raptioned prints will have different CIA accession mumbars.
The same 13 txue of photos of veasels in forelgn harbors. 1If
“ha plature elearly shows both tha ship and the port facilities
it should hava two captionar one for the country where thas
port is located; the other for the country to which the ship
longs. If only the ship is shoum clearly, then ome photo
r1ay be nccassion@d'fbr the port, with the annotation in the
photo ‘eaption that tha other views are available under the
country to which the ship belongs, as follows: "See CIA
{photo #) thru (photo #) under country for related photos".
Photos showing products of a specific factory should be
accessioned under the country and city whera they .era
manufactured. If thay are on exhibit at a foraign trade fair,
the pame and location of tha fair ara included in the body of
the caption. Once again, a faw photos shall be located invthe
country- holding the trade fair with reference in the photo
caption to other photos being filed under the country'of
manufactuie.

Photos are often received whlchrwlll fit togather to form
panoramic viaws. These are accessioned as separate pictural
and labelled as to their place In.thg panorama (Séries (Part
(1) of 12 pt panorama/saries), Starting from the left.

Tha CIA accession numbers for the panorama shall aléd{bé

included on the caption: - : .-

10w .
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Part 1 of 12 part pan.orama/sexies° See CIA o

After the captions have been typed, the analyst should check

o be sura that the CIA accession mumbers start with Part 1

on the left and proceed in order. When panoramas are {
ecczived in long continuous strips, they should be accessioned

in parts of equal length which approximate the proportions of

n 4X6 Master File prints When writing the code caption, spaces

i through 17 should be worded the same for all parts of the

sanorama. These spaces include the place name and probably

NG or~£wa words of the dascription, depending on the number

2f letters in the place name. This is done so that the ImM

unachines, which sorts the code cards in alphabetical order

up to 18 spaces, will arrange the cards for a panorama in

congecutive numerical order. If the photographs match at |
the edges with little/no changa in size/parspective, it is

a panorama. I1f there is no variation in sizclperspective,

then it is a seriles.

G. a. When referring in the caption to a location on a sketch/
map, use the following format: "See point (PT) _X _on
map in report."

b. If map is accessioned, caption shall state the following:
"Map of (port agea) showing location for CIA __ (Photo Nos)

H. In order to reduce the smount of writing by the analyst, he will

abbreviate whenever possible, using standard or othsr approved

abbreviations.

Approved For Release 206%/1 2{19 CIA-RDP78-04546A000800030001-2
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the nualyse will weite the dnte (epacas Wi, ®Z, X3} and the

2
F

cotion {space 0 of the photo In the ﬂzvrcg iate labelled spaca on

Y

‘on yenovi. His inltials will be wrigien in sracae FRY,
The date fg written using a three letiew abbreviar ion for the ﬂnﬂfh

. i3

in scace K1, the last two numbars of the veay in spaces B2 & 3.

ol

cne space for esch pumber. For a date consictine of move fhap nne
wonth or vear, the earlist months andfor years will be in svace K1,
the latest vear in spaces K2 & K3, If tha date of the phote 18 not
given, but the aralyst can be reasenabiy cerialn becouse of ovhsa
iaforzation available, the word "probably" can precede the vens,

3

If ne date is known, the analyst will write "Frior to month. vasxr®

b

using the moath and vear the vhoto iS'aCQessionedg
Example: Prior to Mar;365' |

2 the ease of Sino-Soviat Bloc nhotog anhy récelved from Fageforo/
Savfoto or frem a ﬁammaaist sovree film, wvhere the issue dnta nf tha
vhoto or £ilm is giﬁén,vthis datevgball'be'written in the sonres how
and will appeac on theiphoto'éa§tiohn

To illusivate: Soviet Source, Jan 1954
: H. Korean,Sogrce, Hov 1963

e

it v-Tl algo La ﬁriatﬂ1ﬂ within blwewwnk brackets in the date sracas,
Ihe scuxce fow the uhotos czn ba found on ' the lot anrd aud 1n

in gpace "P“ on the cantxan reporﬁ.'lf

The source desiemation for tha majoricy cfupicturen will mot sprear
cn the Master File printy tte*a’ore, it wili Le wriéﬁen in blue {ink

?_:‘-z::ackets:. ~ The gsourca is. :indiudad' on ithe Ma«i e% Filte pyint for tha

monrees oniv, unlass 8 otherwise sp cifiad ?w tha r*c:nw{-n-
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(1)
(2)

(3) State Department Aixgram/Dispatches

(4) Books, magazines, and newspaper titles

The captions for photographic enclosures to State Despatches or
Atrgrams will include the date of the.photographs, the numbar of
the despatch, the post from which the despatch was sent, and the
date of the daspatch. Example: A=~275, Abidjan, 3 March 1963.
When magazinas or books sre received as enclosures to a State
despatch the title of the magazine or book should appear on tﬁe
caption. The number of the doapétch, the post from which it was
sent, and the date should ba {ncluded on the caption report only,
in blue ink brackets. This also applies to publications received
from the Graphics Coordinators. »

When writing publication namass, the analyst will abbreviate
whenever possible, limiting the name of the publication to 15
spaces, including the date of publication., Where the name of the
publicétion cannot be abbreviated, the photo caption will include
the two-letter country code to show the origin and date of
publication, Example: CZ Pub, Aug 1964,

In this case, tha full name of the publication is written by the

analyst on the lot card under the word "Title." 25X1
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for other photography receivad from the: the source 28%1

designation does not appear on the file print.

G. Any fdentifying numbar, such as a page number in a book, which
will help the typiat in attaching the caption to the right page and
in writing the CIA accession number to tha right photo will also be
irdicated hare.

11, Blua ink brackets are put around all information which should net
appear on the file pr int as an indication to the typist whaﬁ shg is
aot to type., |

12. If the analyst ineludes information for the photo caption other than

that feéeived with the photos, and which hag baen obtained by his oun
wasearch 4n fdentifying the subject matter, it is to be writien on the
pL*cn report within red ink brackets. It will be typed on the phnto
caption-card within brackats to {ndicate that ‘the information wag -added by
G.R.
13, If a bettar quality print 15 recaived of - 2 photograph already in

fz*é; f:he nbn print may be captioned and the eriginal aceassion'number usad,

3 |

~l4e
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picture hes already been made. When the new negative and print are

received from the Lab, the poor negative and print are destroyed.
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